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INTRODUCTION 
 

A)  Purpose of Manual 
 
This manual serves as a practical guide for FSSA employees and contractors performing voter 
registration duties required by federal and state law as well as FSSA policy. This manual also 
sets forth procedures for monitoring FSSA’s compliance with federal and state law, FSSA policy,  
and the Settlement Agreement under NAACP v. Gargano, 1:09-cv-0849-TWP-DML.  
 
If you have a question about your duties as described in this manual that are not answered in 
this manual please contact the FSSA Statewide Coordinator using the contact information 
provided below:  

Division of Family Resources 
Office:  (317) 234-2373 
Fax:  (317) 232-4490 
402 W. Washington Street, Room W-392 
Indianapolis, IN  46204 
www.in.gov/fssa 

 
Depending upon the question or issue, you may also find it helpful to contact the County Voter 
Registration Office in your county (please refer to the contact information listed in Appendix B) 
or the Office of the Secretary of State using the contact information provided below:  
 

Indiana Election Division  
302 West Washington Street 
Room E-204 
Indianapolis, IN  46204 
Telephone:  (317) 232-3939 
Email:  elections@iec.in.gov 
www.in.gov/sos/elections/2366.htm  

 

B)  National Voter Registration Act of 1993 
 
The National Voter Registration Act of 1993 (NVRA) is a federal law designed to increase 
citizens’ access to voter registration opportunities. The U.S. Election Assistance Commission 
(EAC) website contains a link to the text of the NVRA:  www.eac.gov/nvra.   
 
In accordance with the NVRA, FSSA has been designated as a voter registration agency.  As a 
voter registration agency, FSSA must offer registration services to persons applying for service 
or benefits, requesting a recertification/redetermination for services or benefits, or submitting 
a change of address as set forth in this Instruction and Compliance Manual.   
 
Copies of relevant portions of the NVRA are included in the Appendix. 

http://www.in.gov/fssa
http://www.eac.gov/nvra
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C)  State Law 
 
Following the passage of the NVRA, the State of Indiana amended the Indiana Code to 
implement the requirements of the NVRA.  The Indiana Code citations that apply to FSSA 
include the following:                 

1) Indiana Code § 3-7-15 (Registration Procedures at Public Assistance Agencies); 
2) Indiana Code § 12-14-1.5 (Voter Registration Services and TANF Applications);  
3) Indiana Code § 12-14-25 (Voter Registration Services and Food Stamp Program 

Services); and 
4) Indiana Code § 12-15-1.5 (Voter Registration Services and Medicaid Applications). 

Copies of these Indiana laws are included in the Appendix. 
 

D)  Summary of the Voter Registration Services at FSSA/DFR offices 
 
As more fully explained in this manual, FSSA employees shall provide the following voter 
registration services:  

1) Offer the opportunity to complete a VRG-6 Voter Registration Application to FSSA/DFR 
clients who are applying for benefits, requesting a recertification/ redetermination for 
services or benefits, or submitting a change of address with respect to benefits; 

2) If an FSSA/DFR client described in paragraph (1) indicates a desire to register, offer the 
client assistance in completing the VRG-6 Voter Registration Application form, provide 
the FSSA client a Receipt of Registration (top of the VRG-6) for a completed voter 
registration application, and transmit any completed voter registration application to 
the county voter registration office of the county where the FSSA client resides; 

3) If an FSSA/DFR client described in paragraph (1) declines to register, obtain a 
“Declination” from the client (also the top of the VRG-6), transmit the Declination to the 
county voter registration office of the county where the FSSA client resides;  

4) The VRG-7 Mail-In Voter Registration Application is used for FSSA/DFR clients who 
access FSSA services remotely as more fully explained herein. 

 

E) Prohibited Activities  
 
An FSSA employee or contractor shall not: 

1) Seek to influence an applicant’s political preference or party registration; 
2) Display any political preference or party allegiance; 
3) Make any statement to an applicant or take any action, the purpose or effect of which 

to discourage the applicant from registering to vote;  
4) Make any statement to an applicant or take any action, the purpose or effect of which 

to lead the applicant to believe that a decision to register or not to register has any 
bearing on the availability of services or benefits; or 

5) Release voter registration information received or maintained by an FSSA office except 
for voter registration purposes as described in this manual, or as required by law. 
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FSSA COORDINATORS 
 

A)  Statewide Coordinator 
 
The DFR has designated a Statewide Coordinator, to coordinate and oversee FSSA’s compliance 
with federal and state voter registration laws, and the Settlement Agreement under NAACP v. 
Gargano, 1:09-cv-0849-TWP-DML. The Statewide Coordinator’s duties include, but are not 
limited to, the following: 

1) Develop and maintain this Voter Registration Instruction and Compliance Manual;  
2) Maintain the list of County/Local Office Coordinators.  If a County/Local Office 

Coordinator position becomes vacant, the Statewide Coordinator is responsible for 
ensuring the position is filled immediately; 

3) Provide the designated County/Local Office Coordinators education and training on 
NVRA and state law requirements; 

4) Develop and implement procedures for voter registration data to be gathered and 
compiled on a monthly basis by County/Local Office Coordinators; 

5) Compile data provided by county/local office coordinators and other DFR entities on a 
monthly basis for: 
a) In-Person Applications using the VRG-6 Voter Registration Applications, by office and 

statewide to include: 
i. Total number of  VRG 6 Voter Registration Applications and the total number 

of completed notice/declination forms transmitted with the VRG-9s; 
ii.  Total number of persons who checked either “Apply for Benefits,” 

“Recertification/Redetermination,” or “Report a Change of Address” on the 
sign-in sheet as the reason for the office visit, broken down by office; and 

iii. Total number of instances where a staff person recorded that the client 
declined to register and also declined to complete the notice/declination 
section (indicated at the bottom of the sign-in sheet); 

b) Voter registrations requested via FSSA’s online application process:   
i. Total number of VRG-7 Mail-In Voter Registration Applications sent to clients 

by FSSA in response to a “yes” answer requesting a voter registration form; 
ii. Total number of clients who checked “no”; and  

iii. Total number of clients who did not check “yes” or “no” (blanks). 
c) The number of copies of remedial letters sent to FSSA clients; 

6) Provide County/Local Office Coordinators with the voter registration deadlines for the 
coming year no later than December 31st of the preceding year; 

7) Answer or assist with inquiries from County/Local Office Coordinators, Regional 
Managers and/or State Eligibility Managers; 

8) Ensure the DFR’s county and local offices have a sufficient supply of agency VRG-6 Voter 
Registration Applications, VRG-9 Transmittal of Voter Registration Materials, VRG-7 
Mail-In Voter Registration Applications, posters, voter information brochures and other 
necessary materials.  VRG-6, VRG-7, and VRG-9 forms may be available electronically;  
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9) Ensure that the FSSA/DFR website has updated voter registration information (manual, 
training materials and other NVRA support information); 

10) Serve as the liaison between DFR and the Indiana Election Division (IED);   
11) Promptly send remedial letters with enclosed VRG-7 Voter Registration Applications to 

clients that FSSA/DFR discovers were not provided an opportunity to register to vote 
during the application, recertification/redetermination, or change of address process 
described in this manual.  A copy of the cover letter to be mailed is located in the 
Appendix. Copies of letters mailed pursuant to this paragraph shall be maintained by the 
Statewide Coordinator for a period of three (3) years per record retention schedule 
(GRADM-4); 

12) Collect summaries of corrective actions taken pursuant to the Settlement Agreement.  
Upon receipt of a corrective action summary, forward a copy of the summary to the 
FSSA Office of General Counsel (OGC); 

13) Collect results of random spot checks; and 
14) Maintain a list of all current County/Local Coordinators. Provide a copy of the list to OGC 

and IED upon request. 
 

B)  Regional Managers and State Eligibility Managers  
 

Regional Managers (RMs) and State Eligibility Managers (SEMs) duties include but are not 
limited to: 

1) Ensure that the county/local offices they oversee or manage operate in compliance with 
the NVRA, state law and this manual and the Settlement Agreement under NAACP v. 
Gargano, 1:09-cv-0849-TWP-DML; 

2) Direct legal questions regarding the NVRA, state law, and this manual to the OGC. 
3) Direct procedural questions to the Statewide Coordinator; 
4) Ensure that employees and contract personnel receive required voter registration 

training; 
5) Incorporate compliance with the NVRA, state law, and this manual into the performance 

reviews of County/Local Office Coordinators and applicable SEMs; and 
6) Forward to Statewide Coordinator updates regarding changes to County/Local Office 

Coordinators.  
 

C)  County/Local Office Coordinators  
 
Each DFR county/local office has a designated County/Local Office Coordinator.  County/Local 
Office Coordinators are responsible for managing the daily administration of FSSA/DFR’s voter 
registration duties in their respective county/local offices.  These duties include, but are not 
limited to, the following: 
 

1) Transmit completed VRG-6 Voter Registration Applications and Declinations to the 
county voter registration office with completed VRG-9 Transmittal of Voter Registration 
Material forms and retain an office copy of each VRG-9 transmitted;  
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2) Ensure that employees and contract personnel responsible for performing voter 
registration duties within the county/local office are adequately trained and provided a 
copy of this Voter Registration Instruction and Compliance Manual.  If the employee or 
contract person vacates the individual’s position, it is the responsibility of the 
County/Local Office Coordinator to provide training to the individual who fills the 
respective position.  Employees and contract personnel who have been on extended 
leave of more than six (6) months and return to their position must also receive training;  

3) Assist in the annual refresher training to be done during the SEM unit meeting; 
4) Work with SEMs and management employees/contractors to provide support and 

guidance to local office staff to ensure compliance with applicable law;  
5) Ensure that the county/local office maintains or has available an adequate supply of 

agency VRG-6 Voter Registration Applications, VRG-7 Mail-In Voter Registration 
Applications, VRG-9 Transmittal of Voter Registration Materials forms, posters, voter 
information brochures and other necessary materials; 

6)  Ensure signage is displayed appropriately in county/local offices; 
7) Conduct random spot checks of county/local offices at least once a year.  Provide results 

of spot checks to Statewide Coordinator; 
8) Promptly advise the Statewide Coordinator when FSSA/DFR discovers a client was not 

provided an opportunity to register to vote during the application; 
renewal/recertification, or change of address process described in this manual;    

9) Provide registration and declination data to the Statewide Coordinator on a monthly 
basis no later than the 15th of the following month: 
a) Total number of voter registration applications and the total number of completed 

notice/declination forms transmitted with the VRG-9s (or acknowledged on the VRG-
8 receipt obtained from the county voter registration office); 

b)  Total number of persons who checked either “Apply for Benefits,” 
“Recertification/Redetermination,” or “Report a Change of Address” on the sign-in 
sheet as the reason for the office visit, broken down by office; and 

c) Total number of instances where a staff person recorded that the client declined to 
register and also declined to complete the notice/declination section (indicated at 
the bottom of the sign-in sheet); 

10) No VRG-6 form shall leave the County/Local office. Clients may only leave with their 
voter registration receipt.  If a client wants to take a voter registration form with them, 
they are to be provided a VRG-7 form.   

 
 
 
 
 
 

STEP-BY-STEP VOTER REGISTRATION PROCEDURES 
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A) Introduction 
 
FSSA/DFR delivers services to clients in person at FSSA/DFR offices, by mail, by telephone and 
online. The manner in which the client chooses to access FSSA/DFR provided services and 
benefits will impact the way FSSA/DFR will deliver voter registration services, including voter 
registration services required by federal and state law as set forth in this manual.  

 
B) Step-By-Step Voter Registration Procedure for Persons Visiting an FSSA/DFR 

Office: 
 
FSSA/DFR is responsible for offering the opportunity to register to vote and to provide voter 
registration assistance for individuals who appear in person at a FSSA/DFR office to: 

1) apply for benefits; 
2) seek a recertification/redetermination for benefits; or 
3) report a change of address.   

The duties of FSSA/DFR employees and contractors in providing these voter registration 
services are as follows:  
 

1) Receptionist/Front Desk employees and contractors shall: 
 

a) Ask each client that comes into an FSSA/DFR office to complete an individual Sign-In-
Sheet and take it to the receptionist. All forms shall be completed using ink.  See 
Appendix F for DFR Offices Sign-In-Sheet;  

b) Ask each and every client to check boxes on the Sign-In Sheet to indicate whether 
the client is applying for benefits, requesting a recertification/redetermination for 
benefits, reporting a change of address, or for some other purpose. If the client does 
not check any boxes on the Sign-In Sheet indicating the reason for the visit, the 
receptionist shall ask the client why the client is at the office and the receptionist 
shall check the appropriate box on the Sign-In Sheet;   

c) If the Sign-In-Sheet contains a checked box either for “Apply,” “Recertification/ 
Redetermination,” or “Report a Change of Address,” then the receptionist shall 
distribute (i.e., hand) to the client the VRG-6 Voter Registration Application (State 
Form 46914), indicate to the client that the form is a Voter Registration Application 
and offer assistance with completing the Voter Registration Application. See 
Appendix A for a sample VRG-6 Voter Registration Application. In addition, explain to 
the client that if the client does not wish to complete a Voter Registration 
Application then the top part of the Voter Registration Application serves as a voter 
registration “Declination” that FSSA/DFR is required to obtain from the client;  

d) Assist the client as necessary in completing the boxes at the top of the VRG-6. All 
forms shall be completed using ink. In the boxes at the top left of the VRG-6 the 
client should print their name under “Print Name” box, sign in the “Signature” box, 
and print their address in the “Address” box. In the boxes on the top right of the 
VRG-6 form the client should enter the date in the “Date (mm/dd/yy)” box and their 
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county of residence in the “County of Residence” box. In the other boxes on the 
right the FSSA/DFR employee shall enter the FSSA/DFR office address in the 
“Registration Office Address” box and the name of the FSSA/DFR employee assisting 
the client in the “Name of Agency Employee” box. The FSSA/DFR employee shall 
then request that the client check one of the boxes below the question “If you are 
not registered to vote where you live now, would you like to apply to register to 
vote today?” There are three (3) boxes to choose from below this question, namely: 
a) “Yes (The agency where you apply to register is confidential)”; b) “No (I am 
registered to vote at the address where I live)”; and “No.”  Request the client to 
check the box which appropriately applies to the client’s decision regarding 
registering to vote; 

e) If one of the “No” boxes on the top part of the VRG-6 form has been checked then 
treat the VRG-6 as a “Declination.” The form should be treated as a Declination even 
if the client failed or refused to provide some or all of the other information 
required at the top of the form (the client’s “Address”, for example). However, at a 
minimum, the FSSA/DFR receptionist should always make sure that the name of the 
client is recorded at the top of the form in the “Printed Name” box and that the 
“Registration Office Address” and “Name of Agency Employee” boxes are complete; 

f) If the client does not want to register to vote and also declines to complete the 
notice/declination portion of the form (a “blank notice/declination form”), the 
receptionist shall note that on the sign-in sheet, at the bottom, by checking the 
statement “The Client Declined a VR Form;” 

g) Tell the client that applying to register to vote, or declining to register to vote, will 
not affect the amount of assistance they receive from FSSA/DFR. Tell the client that 
the completed and signed registration applications, as well as notice/declination 
forms completed by clients, shall be forwarded to the local NVRA coordinator for 
transmission to the county voter registration office where the client resides. Tell the 
client they will receive an acknowledgment notice of voter registration; 

h) If the client checks a “Yes” box a the top of the VRG-6 form then assist the client in 
completing the bottom part of the VRG-6 or the Voter Registration Application part 
of the form. See the section below titled “Completing the VRG-6 Voter Registration 
Application” for detained instructions about completing the bottom part of the VRG-
6;  

i) Check each VRG-6 Voter Registration Application for legibility and completeness; 
j) If the VRG-6 Voter Registration Application is missing any information, ask the client 

to provide the missing information and assist the client in completing the form. If 
the client completes and signs a Voter Registration Application (bottom part of the 
VRG-6) then the client shall be provided the completed top part of the VRG-6 (to be 
detached using scissors) as a Receipt of Registration which provides the client with 
documentation that the client has submitted a Voter Registration Application at an 
FSSA/DFR office;  

k) Advise clients FSSA/DFR does not determine voter registration eligibility.  Explain to 
clients that once the county voter registration office receives the client’s Voter 
Registration Application that the county voter registration office will process the 
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application and determine the client’s eligibility to vote. Inform each client who 
requests to register in the various circumstances described above that the client will 
receive a mailing from the county voter registration office of the county where the 
client resides concerning the disposition of their Voter Registration Application;  

l) Advise the client that if he or she has not received a mailing from the county voter 
registration office of the county where the client resides within 14 days from the 
date the Voter Registration Application is submitted to FSSA/DFR, the client should 
contact the county voter registration office in the county where the client resides to 
ask for information about the status of the client’s application. In addition, the client 
may check the status of the client’s Voter Registration Record and polling location at 
anytime online at http://www.indianavoters.com/ or by calling 1-866-IN-1-VOTE;   

m) In addition, advise each client that submits a VRG-6 Voter Registration Application 
that they should retain the Receipt of Registration (the top part of the VRG-6) and 
take the receipt with them the first time they go to vote after completing their Voter 
Registration Application. If the receipt indicates that the client submitted a 
completed VRG-6 Voter Registration Application at an FSSA/DFR office at least 29 
days before the election then the receipt will serve as proof that the client 
submitted a timely Voter Registration Application and the client may be permitted 
to vote on election day by presenting the Receipt of Registration and completing 
another Voter Registration Application at the client’s polling place unless the county 
voter registration office rejected the client’s Voter Registration Application; and 

n) Completed and signed registration applications, as well as notice/declination forms 
completed by clients, shall be forwarded to the Local NVRA Coordinator for 
transmission to the county voter registration office where the client resides. 
 

2) The in-person client interviewer shall: 
 

a) During in-person client interviews in connection with a benefits application or a 
redetermination or recertification, ask the client whether the client was offered the 
opportunity to register to vote by a receptionist/front desk staff in connection with 
the current application for benefits or the current recertification/redetermination of 
benefits.  

b) If you discover the client was not offered an opportunity to register to vote by a 
receptionist/front desk staff: 

i. Distribute the VRG-6 form to the client; 
ii.       Assist the client as necessary in completing the boxes at the top of the VRG-

6. All forms are to be completed using ink. In the boxes at the top left of the 
VRG-6 the client should print their name under “Print Name” box, sign in the 
“Signature” box, and print their address in the “Address” box. In the boxes on 
the top right of the VRG-6 form the client should enter the date in the “Date 
(mm/dd/yy)” box and their county of residence in the “County of Residence” 
box. In the other boxes on the right the FSSA/DFR employee shall enter the 
FSSA/DFR office address in the “Registration Office Address” box and the 
name of the FSSA/DFR employee assisting the client in the “Name of Agency 
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Employee” box. The FSSA/DFR employee shall then request that the client 
check one of the boxes below the question “If you are not registered to vote 
where you live now, would you like to apply to register to vote today?” There 
are three (3) boxes to choose from below this question, namely: a) “Yes (The 
agency where you apply to register is confidential)”; b) “No (I am registered 
to vote at the address where I live)”; and “No.”  Request the client to check 
the box which appropriately applies to the client’s decision regarding 
registering to vote;  

iii. Ask the client to complete the notice/declination portion of the form if the 
client does not wish to register to vote; 

iv. If one of the “No” boxes on the top part of the VRG-6 form has been 
checked, then treat the VRG-6 as a “Declination,” then the form should be 
treated as a Declination even if the client failed or refused to provide some 
or all of the other information required at the top of the form (The client’s 
“Address”, for example).  However, at minimum, the name of the client must 
be recorded at the top of the form in the “Printed Name” box and that the 
“Registration Office Address” and “Name of Agency Employee” boxes must 
be complete;   

v. Check for legibility and completeness;  
vi. Treat notice/declination forms as having been “completed” by clients who do 

not wish to register to vote so long as one of the “No” boxes on the form has 
been checked, regardless of whether or not a client has provided some or all 
of the other information requested (such as identification information); and 

vii. Completed and signed registration applications, as well as notice/declination 
forms completed by clients, shall be forwarded to the local NVRA coordinator 
for transmission to the county voter registration office of where the client 
resides. 

 

3) The County/Local Office Coordinator shall:  
 

a) At the close of business each day, gather all completed VRG-6 Voter Registration   
Applications and Declinations from FSSA/DFR staff and contractors. Complete the 
VRG-9 Transmittal of Voter Registration Materials form and transmit this form, with 
the completed VRG-6 Voter Registration Applications and Declinations, by hand or 
by certified mail, return receipt requested, to the county voter registration office in 
the county where the client resides.   See Appendix E for VRG-9. Completed VRG-6 
Voter Registration Applications and Declinations shall be transmitted by hand 
delivery or certified mail to the client’s county voter registration office on every 
Friday and, in any event, no later than five (5) days after the date the application is 
accepted at an FSSA/DFR office. If necessary, the County/Local Coordinator must 
deliver the Voter Registration Applications or Declinations on a day other than 
Friday in order to meet the deadline above; 

b) If completed VRG-6 Voter Registration Applications and Declinations are hand-
delivered with a VRG-9 to a county voter registration office then request that the 
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county voter registration office provide a completed VRG-8 Indiana Voter 
Registration Material Receipt for FSSA/DFR records to document the number of 
completed Voter Registration Applications and Declinations being hand-delivered. 
See Appendix D for a VRG-8; 

c) When completing the VRG-9 do not record confidential information on the VRG-9 
(such as client’s names, addresses, etc.). In the number of Registration Applications 
space, record the total number of Voter Registration Applications completed and 
being delivered to the local county voter registration office. In the Number of 
Registration Declinations space, record the number of Declinations completely filled 
out.  Declination forms that only have a “No” box checked by the client, as well as 
forms which have a “No” box checked and also have other requested information 
provided, are considered completely filled out and will be forwarded to the county 
voter registration offices. Should a county clerk for a particular county express a 
concern to FSSA/DFR about this procedure, contact your Statewide Coordinator;   

d) Make photocopies of each VRG-9 transmitted with completed Voter Registration 
Applications and Declinations to the county voter registration office;  

e) Retain copies of all VRG-9s and VRG-8s reflecting the number of Voter Registration 
Applications and Declinations transmitted and delivered to the county voter 
registration offices;  

f) Assure that sufficient VRG-7 Mail-In Voter Registration Applications are in stock and 
offer VRG-7 Mail-In Voter Registration Applications to persons described below. All 
FSSA/DFR offices are designated as “distribution sites” (see Indiana Code § 3-7-15-3 
in Appendix L) for VRG-7 Mail-In Voter Registration Applications.   If requested, the 
County/Local Office Coordinator and staff of each FSSA/DFR office shall make 
available the VRG-7 Mail-In Voter Registration Applications for the following 
persons:  

i. FSSA/DFR clients who appear in-person at an FSSA/DFR office for any reason 
other than to apply/interview for benefits, obtain a recertification/ 
redetermination, or report a change of address; 

ii. Any other person, whether a client of FSSA/DFR or not, who visits an 
FSSA/DFR office; 

The agency must collect and mail any completed VRG-7 form returned.  However, if 
the individual chooses to complete the form at home, instruct the person to mail 
completed form to the client’s county voter registration office of the IED (See 
Appendix B); 

g)   Manage the VRG-6 and VRG-7 forms and assure that a VRG-7 is not used when the 
VRG-6 should be used or vice-versa for the following reason: 

i. If a VRG-7 instead of a VRG-6 is used for an FSSA/DFR client who is applying 
for benefits, requesting a recertification/redetermination for services or 
benefits, or reporting a change of address, then FSSA/DFR will not be in a 
position to properly document the fact that it has offered the voter 
registration services required by federal and state law and FSSA/DFR will not 
collect Declinations or provide registration applicants the Receipts of 
Registration as required by federal and state law;  
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ii. If a VRG-6 is distributed to a person when the VRG-7 should be distributed 
then the FSSA/DFR loses control of the VRG-6 which contains a blank Receipt 
of Registration at the top of the form; 

h) Maintain completed Sign-In Sheets, VRG-9 Transmittal of Voter Registration 
Materials, VRG-8 Voter Registration Material Receipts, and remedial mailings for 
three (3) years per record retention schedule (GRADM-4).  

 
C)  Completing the VRG-6 Voter Registration Application 
 
The VRG-6 Voter Registration Application form serves as a Voter Registration Application, a 
Receipt of Registration, and a Declination.  Advise each FSSA/DFR client who submits a 
completed VRG-6 Voter Registration Application that the client should receive a voter 
registration acknowledgement form in the mail from their county voter registration office. In 
addition, advise each FSSA/DFR client who submitted a completed VRG-6 Voter Registration 
Application form that the client should retain the Receipt of Registration and take it with them 
to the polling place on election day.  If the Receipt of Registration indicates that the FSSA/DFR 
client submitted a completed Voter Registration Application to an FSSA/DFR office at least 29 
days before the next election then the Receipt of Registration will serve as proof of registration 
sufficient to permit the client to vote on election day unless, the county voter registration office 
shows it received but rejected the client’s Voter Registration Application.  If the client is 
permitted to vote based upon the Receipt of Registration then the client must complete 
another Voter Registration Application at the polls prior to receiving a ballot.  
 
As set forth above, FSSA/DFR employees are required to assist the client in completing the top 
part of the VRG-6 which serves either as a Declination, if the client declines to complete a Voter 
Registration Application, or a Receipt of Registration, if the client decides to complete a Voter 
Registration Application by completing the bottom part of the VRG-6. If an FSSA/DFR client 
wishes to register to vote, it is your duty to assist the client in completing the bottom part of 
the VRG-6. Forms can be pre-printed to include the registration office address. The following is 
an explanation regarding completing the bottom part of the VRG-6 Voter Registration 
Application:   

1) Box 1: Check all boxes which apply to the client. 
2) Box 2: It is vital that the county where the client lives be filled out.   
3) Box 3: Mark the gender of the client (optional) and fill out Last Name, First Name, and 

Middle Initial.  If applicable, have the client fill out any proper suffixes. 
4) Box 4: Provide the Full Residence Address (Street, Apartment Number, City/Town, and 

Zip Code). It is vital post office boxes are not used. If the client does has a non-
traditional residence that does not have a standard residence address then use Box 15 
(see below) to draw a map depicting the location of the client’s residence. 

5) Box 5: If the client has a different mailing address than his or her residence, please fill 
this information out completely.  Post office boxes may be used in this section.  If the 
residence and mailing address are the same, please print “SAME”. 

6) Box 6: Please fill out the most recent prior voter registration address completely if the 
client has previously been registered to vote.  
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7) Box 7: Fill out the date of birth by providing numerical month, date, and last two digits 
of the year (i.e. An individual born December 31, 1980, would write 12/31/80). 

8) Box 8: Fill in telephone number if available (optional). 
9) Box 9: Fill in email if available (optional). 
10) Box 10: Check “No;” Please note that Individuals applying to register on a VRG-6 at an 

agency are not required to provide identification documentation.   
11) Box 11: Client must check if he or she is a citizen of the United States. 
12) Box 12: Client must check if he or she will be 18 years of age on or before the general or 

municipal election. 
13) Box 13: Client must provide his or her Voter Registration Number, which is his or her 

Indiana driver’s license number as issued by the Bureau of Motor Vehicles.  If the client 
does not have an Indiana driver’s license, he or she will provide his or her last four (4) 
digits of his or her social security number. There is no law which prohibits you from 
obtaining this information on the Voter Registration Application.  State and federal law 
requires that this information be provided and you are required to assist the applicant in 
providing this information. If this information is not provided the application will be 
considered incomplete until the information is provided.  

14) Box 14: If this voter registration application is for a name change, please have the client 
provide his or her full previous name.  

15) Box 15: If the client does not have a traditional residential address with a street name or 
number or is homeless then have the client draw a map in Box 15 showing where the 
client usually sleeps, including roads and landmarks.   

16) Box 16: Ask the client if the client understands the qualifications for voting as set forth 
in Box 16 and, if the client indicates that they do not, explain it to the client.  If the client 
has no questions or concerns about Box 16 then make sure the client signs and dates 
the Voter Registration Application.  

17) If a client is unable to sign a voter registration form, an employee or contractor 
can complete and sign the voter registration on behalf of and at the client's request 
provided the employee or contractor also sign the affidavit at the bottom of the VRG-6 
or VRG-7. (IC 3-7-32-7) 

 

D) Remote Transactions 
 

FSSA/DFR also provides clients the opportunity to register even when the client does not 
appear in person at an FSSA/DFR office. Subparagraphs (1), (2) and (3) below describe 
situations where FSSA/DFR provides VRG-7 Mail-In Voter Registration Applications to clients 
applying for services or benefits remotely via the telephone, mail, or online via FSSA’s website.  
Subparagraph (4) describes a method by which an FSSA/DFR client can register directly online 
via a separate website maintained by the Indiana Secretary of State and the Indiana Election 
Division.  
 
The VRG-7 is designed as a “mail-in” Voter Registration Application. The client should be 
directed to mail a completed VRG-7 directly to the county voter registration office where the 
client resides as indicated on the back of the VRG-7. However, if the client mails a completed, 
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or partially completed VRG-7 to an FSSA/DFR office (including the FSSA/DFR Document Imaging 
Center), then the FSSA/DFR office receiving the VRG-7 must either mail or hand-deliver the 
VRG-7 Mail-In Voter Registration Application to the county voter registration office of the 
county where the client resides if the application contains sufficient information to determine 
the county where the voter resides. If the client’s county of residence can be determined from 
the application, but the application is incomplete in any other way, forward the application to 
the county voter registration office of the county where the client resides. See Appendix B for a 
VRG-7 Voter Registration Form in English, and Appendix C for a VRG-7 Voter Registration Form 
in Spanish.    

 
1) Telephone Transactions 

 
a) Telephone Interviews: During telephone client interviews in connection with a 

benefits application or a redetermination or recertification, ask the client whether 
he or she was offered the opportunity to register to vote in connection with the 
current application for benefits or the current recertification/redetermination of 
benefits.  If an opportunity to register to vote was not provided, ask whether he or 
she wants to have a voter registration application mailed to him or her. If yes, mail a 
VRG-7 voter registration application to the client. There are English and Spanish 
versions of the VRG-7.    

b) All clients who report a change of address by telephone shall be asked whether they wish to 
register to vote or update their prior voter registration. If the client answers in the 
affirmative, mail a VRG-7 voter registration application to the client. 

c) VRG-7 Mail-In Voter Registration Applications mailed to clients shall be accompanied 
by the cover letter.  See Appendix I for an English copy of the cover letter to be 
mailed to clients, and Appendix I for a Spanish copy of the cover letter to be mailed 
to clients.  

 
2) Mailed Communications  

 
The documentation sent to clients for any redetermination or recertification of benefits 
which does not require a client interview includes the question whether the client wants 
to register to vote, and a statement indicating that the client’s answer will not affect the 
provision of public assistance benefits.  If the client answers in the affirmative, a VRG-7 
voter registration application will be mailed to the client promptly after the completed 
redetermination/recertification documentation is received by FSSA/DFR back from the 
client.  VRG-7 Mail-In Voter Registration Applications mailed to clients shall be 
accompanied by the cover letter.  See Appendix I for an English copy of the cover letter 
to be mailed to clients, and Appendix I for a Spanish copy of the cover letter to be 
mailed to clients.  

 
3) FSSA’s Website 
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There are two ways for an FSSA client to obtain a Voter Registration Application via 
FSSA’s website: 
 
a) The voter registration question is included in the online application.  Specifically, the 

online application asks the client: “If you are not registered to vote where you live 
now, would you like to apply to register to vote?”  The Online Application further 
advises clients as follows:  “Applying to register or declining to register to vote will 
not affect the amount of assistance that you will be provided by this agency.”  The 
online FSSA/DFR benefits application further advises the client that a “Yes” response 
to the voter registration question will result in a VRG-7 Mail-In Voter Registration 
Application being mailed to the client. FSSA’s website also advises clients that a 
Voter Registration Application may also be obtained at FSSA/DFR offices.  
 
If the client responds “Yes” to the voter registration question on FSSA’s website then 
FSSA/DFR shall mail the client a VRG-7 Mail-In Voter Registration Application.  The 
Mail-In VRG-7 Mail-In Voter Registration Applications mailed to clients shall be 
accompanied by the cover letter.  See Appendix I for an English copy of the cover 
letter to be mailed to clients, and Appendix I for a Spanish copy of the cover letter to 
be mailed to clients.  
 

b) In addition, FSSA/DFR also provides a downloadable PDF version of the VRG-7 Mail-
In Voter Registration Application on its website. The PDF version of the VRG-7 is 
attached to the downloadable PDF of the benefits application used in the “as-is” 
FSSA/DFR offices. An FSSA/DFR customer may download and print this VRG-7 Mail-In 
Voter Registration Application form at the customer’s location instead of requesting 
the FSSA/DFR to mail a VRG-7 Mail-In Voter Registration Application to them.  The 
customer may complete the VRG-7 after printing it out and mail the completed VRG-
7 to the county voter registration office in the county where the client resides. 

 
4) Submitting a Voter Registration Application Directly Online 

 
In addition, the State of Indiana offers Indiana residents who have an Indiana driver’s 
license or Indiana identification card issued by the Bureau of Motor Vehicles the option 
of directly submitting a registration application online via a website established by the 
Indiana Secretary of State and Indiana Election Division at the following url address: 
http://www.in.gov/sos/elections/index.htm. Visitors to the website need to simply click 
on the link titled ‘Register to Vote Online’.  FSSA’s website, provides a link to the State of 
Indiana’s online voter registration website. The Indiana Election Division’s toll-free 
number is also listed on this website (1-800-622-4941). The client must be able to enter 
the client’s driver’s license or photo identification number online from a current and 
valid driver’s license or photo identification that has been issued by the Indiana Bureau 
of Motor Vehicles in order to qualify to submit a Voter Registration Application online. 
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Impact of Voter Registration Deadlines 

A client’s VRG-6 Voter Registration Application submitted in-person at an FSSA/DFR office 
would need to be completed at the FSSA/DFR office on or before the 29th day prior to the next 
election to be considered a timely application to register for the next election.  A client’s VRG-7 
Mail-In Voter Registration Application must be postmarked on or before 29 days prior to the next 
election to be considered a timely application to register for the next election.   

FSSA/DFR will continue to accept new applications after the voter registration deadline for the 
next election. However, if the client is submitting a VRG-6 Voter Registration Application in 
person at a FSSA/DFR office after the 29th day before the next election in the precinct where 
the client resides, then the FSSA/DFR employee assisting the client shall: 

a) Inform the client that the Voter Registration Application will not permit the 
individual to vote in the next election. 

b) Inform the client that, if the client was previously registered at another residence 
address within Indiana than the residence listed on the client’s current Voter 
Registration Application, then the client may be entitled to vote in the next election 
in the client’s precinct of former residence if the client qualifies to vote under a “fail-
safe procedure”. Provide the client a document titled “Fail-Safe Procedures”, in 
English or Spanish as appropriate, and explain to the client that the fail-safe 
procedures are described in the document. Advise the client if they have any further 
questions about whether the fail-safe procedures described in the document apply 
in the client’s situation that they should call their county voter registration office or 
the Indiana Election Division. See Appendix H for Fail-Safe Procedures document.  

FSSA/DFR does not determine voter registration eligibility: 

Advise clients FSSA/DFR does not determine voter registration eligibility.  Explain to clients that 
once the county voter registration office receives the client’s Voter Registration Application 
that the county voter registration office will process the application and determine the client’s 
eligibility to vote. Inform each client who requests to register in the various circumstances 
described above that the client will receive a mailing from the county voter registration office 
of the county where the client resides concerning the disposition of their Voter Registration 
Application.  

Advise the client that if he or she has not received a mailing from the county voter registration 
office of the county where the client resides within 14 days from the date the Voter 
Registration Application is submitted to FSSA/DFR, the client should contact the county voter 
registration office in the county where the client resides to ask for information about the status 
of the client’s application. In addition, the client may check the status of the client’s Voter 
Registration Record and polling location at anytime online at http://www.indianavoters.com/ 
or by calling 1-866-IN-1-VOTE.   
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In addition, advise each client that submits a VRG-6 Voter Registration Application that they 
should retain the Receipt of Registration (the top part of the VRG-6) and take the receipt with 
them the first time they go to vote after completing their Voter Registration Application. If the 
receipt indicates that the client submitted a completed VRG-6 Voter Registration Application at 
an FSSA/DFR office at least 29 days before the election then the receipt will serve as proof that 
the client submitted a timely Voter Registration Application and the client may be permitted to 
vote on election day by presenting the Receipt of Registration and completing another Voter 
Registration Application at the client’s polling place unless the county voter registration office 
rejected the client’s Voter Registration Application.  

You have the right to vote in Indiana if: 

1) You are both a U.S. citizen and a resident of Indiana; and  
2) You will be at least 18 years of age on or before the next General or Municipal Election, 

and  
3) You are not currently in prison after being convicted of a crime; and  
4) You have lived in the precinct where you vote for at least 30 days prior to the election; 

and  
5) You are registered to vote. 

Who is a United States citizen? 
 
Anyone born in the United States, except a child of a foreign diplomat, is a U.S. citizen. 
For purposes of citizenship, being born in the United States includes the 50 states, 
District of Columbia, Puerto Rico, U.S. Virgin Islands, Guam and American Samoa. 
 
Immigrants who are granted citizenship status by the United States Citizenship and 
Immigration Services (USCIS), a bureau of the U.S. Department of Homeland Security. 
There are certain circumstances when an individual automatically becomes a U.S. citizen, such 
as: 

1)  Minor children who may acquire U.S. citizenship automatically when a parent is 
naturalized. (The citizenship of such children may be overlooked, because they may 
never have been documented as U.S. citizens.) 

2) Children born outside of the United States, whose parents were U.S. citizens at the 
time of birth. Foreign-born children of U.S. citizens become citizens by the operation of 
laws passed by Congress and are called “derivative or statutory citizens.” 




















































































































